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Proofreaders’ Marks

Proofreaders’ Mark

F Start a new paragraph.
= Delete space.
Insert space.
Move as shown.

+
-
J Transpose.
O

Spell out.

A Insert a word.
~OR — Delete a word.
AOR A Insert a letter.
ZORZ Delete a letter and close up.
< OR— Change a word.
.......... Stet (don't delete).
/ Make letter lowercase.
= Capitalize.
v Raise above the line.
A Drop below the line.
© Insert a period.
A Insert a comma.
v Insert an apostrophe.
v Insert quotation marks.
“ORRX Insert a hyphen.
W Insert an em dash.
~ Insert an en dash.

— Insert underscore.

GtaD Set in italic.
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Proofreaders’ Mark

-9 P

@ ® 2 20y

Set in boldface.

Set in roman.

Insert parentheses.

Move to the right.
Move to the left.

Single-space.

Double-space.

Insert 1 line space.

Delete (remove) 1 line space.
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Standard Forms for Business Documents

Reference manuals, such as The Gregg Reference Manual, provide a variety
of letter and memorandum styles, as well as styles for reports and other
documents. Many businesses also have their own styles for documents. This
appendix includes two basic styles—a business letter and a memorandum. It
also shows the most common format for a continuation page (used for
either letters or memos).

TABLE B-1 Parts of a Letter

Part of Letter
Heading

Letterhead or
return address

Date line

Opening

Inside address

Salutation

Body

Message

Closing

Complimentary
closing

Writer's signature
block

Reference initials

Enclosure notation

Optional features

Location/Description

Often appears on preprinted stationery; can also be created in Word.
Includes the company name, address, and other contact information.

Two inches from the top of the page on letterhead stationery or 0.5 inch
below the letterhead. Use the date format shown in Figure B-1.

Starts three blank lines below the date; consists of name and address (and
possibly company name and job title) of person to whom you are writing.

One blank line below the inside address; typically includes a courtesy title
(Mr., Mrs., Ms., Miss) and ends with a colon.

Content of the letter, single-spaced with one blank line between
paragraphs.

One blank line below the last line of the body of the letter. Common
closings are “Sincerely” or “Sincerely yours” followed by a comma.

Three blank lines below the closing, to leave space for a signature; includes
the writer's name and job title (and sometimes the department).

One blank line below the writer's name and title; consists of the typist's
initials in small letters.

On a new line below the reference initials if letter has an enclosure. Specify
the number of enclosures. Can also use “Attachment” if the material is
attached.

File name notation—indicates document name for reference purposes;
delivery notation—method of delivery (other than regular mail); copy
notation—people who will receive copies of the letter (usually begins with
IIC:II Or IICC:II)



Appendix B Standard Forms for Business Documents

Figure B-1
Business letter style

2 inches (or key
. date o.5 inch
Headlng below letterhead)

Inside address

1-inch left and  =————pp-limrcn 10, 30—

right margins Key inside address three
blank lines below date

BAr. William Stevenson
. Stessencan Marketing, Inc
Opemng Unrrersity Park Pl
e, PA 15001

1 blank line QV'.E:&-W-.:
Thani you far your intsrest in Camphe)fs Gomictions. Allow me to S you soms backEround an our
COmpTy.

Body Campbait's Confections s the leading chocnlate indy Maker in'Westann Pennsykaniz, Ourmain offics,
factory, and fisgship store arelomted in Grove City. We hane 24 retsil stores lomied in Tiree sates,
Tiheere mre Spurtesn Stores in weshem Pennsyheanes, SH stanes in Ok, sind four Sones in nathenn West
Vinginiz. Thamas Cumpbell is the President\CE0 of the compainy. 1 blank line
between paragraphs
Gamphe!'s Gofiactions has three major drisions. The fist drision, and the obdest, is et chomiate
sabec, This draesion nepresents &) paro=nt of our botal seles, The whobsssle deesion was formed fres yees
=0 mind continess 20 show yemry incnescss in sais. Propsced wihobscsies cabes for This pesr sne
20 peroent. The thind diveion  fundraising. snd itavenazs 20 paroent of total sales,

Our fully sutameted, computerized andering System provides fastand efficent sonviox far conporats &
fundraising arders. in most ceses, arders are procesced and shippsd within fee Dusiness dags. in
maidition, austamers on il ahesd to plsoe anders if ey will be wsiting the ares. W try ourbest in
somommadate the spodal regquests of visitors © Campba's Confachions. Chooolete amers e shipped
bwalve marnths with & few restrictons for shapments to wenm dmates durmg Junes, July, snd St

Al Gamphel's CGoeriactions sersices s desoribed n the endosed hrodhune.

T s phecurs mestng you, and | kook forwerd o hesning fram you soon.

1 blank line / 4{ Complimentary closing }

Sanozrely, <—

3 blank lines >

. Lydis Hamric <€— | Writer's identification
Closing Custamer Senvios
/ dn - Reference initials (if different from writer)
1 blank line Enciosurs  <g—

& Lynin Tanguesy ‘  Enelosure notation

Copy notation

Figure B-2
Continuation page
header for two-page

(or |0nger) letter or M 4/{ Name of person receiving letter or memo }
Mr. William Stevenson
memo / Page2 1 or 2 blank lines between header and continuing text

1-inch right and March 10, 20-/

left margins

1inch

All Campbell's Confections services are described inthe enclosed brochure.
It was a pleasure meeting you, and | look forward to hearing from you soon.

Sincerely,

Lydia Hamrick
Customer Service

dh
Enclosure
c: Lynn Tanguay

A-5
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TABLE B-2 Parts of a Memo

Appendix B Standard Forms for Business Documents

Part of Memo Location/Description

Heading

Body

Closing

Figure B-3
Memorandum style

Heading

Body

Closing

Starts 2 inches from top of page using plain paper or letterhead stationery or
on 0.5 inch below memo letterhead. Consists of guide words (“MEMO TO,"”
“FROM," “DATE," and “SUBJECT") in capital letters followed by a colon. Entries
after guide words align at a 1-inch left tab setting. Use the date format shown in
Figure B-3.

Starts two blank lines below the memo heading; contains the message, single-
spaced with one blank line between paragraphs.

One blank line below the last paragraph; includes reference initials (the typist's
initials in small letters). Might also include an enclosure notation, a file name
notation, and a copy notation or distribution list.

2-inches (or begin keying o.5 inch
below letterhead)

B — 1-inch left tab setting
MEMO TO: Store Managers
FROM: Garland Millar
1 blank line space
DATE: March 1, 200-
SUBJECT: Health Sereening Day 1 or 2 blank line spaces
<

In an effort to keep our health premiums low and our health benefits high, Campbell’s
Confections is planning a “Health Screening Dav.” We hope to have ahish turnout, and if the
day is successful, we may plan a Health Screening Day sach year.

All reports and research studies that wea have analyzad have convinead us that the mors workers
know about their haalth, the mors likely thewv ars to take ths initiative to improve it. If we
smpower our emplovass regerding their haalth habits, the more likaly we will reap the banafits
of fewer heslth insurance claims. Even mors noticeable should be a lower absentesism rate and
fawar sick days aceruad.

4——1 blank line space between paragraphs

Wa ars tentativaly studving the following categorias:

Height and weight

BMI (body mass index)and weight loss

Body composition analvsis (to dstermine safa lavels of body fat percentagss)
Obesity and waight loss

Blood pressure and pulse for hypertension monitoring
Elood typing

Disbestas screening

Cholesterol ratios and triglvesrides

Flexibilitv analvsis

Raflax time

Glaucoma serzening

Allergy sersening

Asthma sersening

Dowmnload the Health Sersening workshest from the Web site, and poll all emplowesas to racord
their interastleveal. Fax the completad worksheat to ma by March 17. Thank vou for vour
assistance.

-¢——1 blank line
dh



